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APPEMDIX VI

1 gEwRAL

Btaff studies will be mibmitted for consideration by a supervisor vhen
reguired by him or his representative, or when an element preperes one on
its own initiative eoncerning & subject vhich is clearly within lts ecope
of responsibility.

B. P |
The purpose of the staff study is to provide the supervisor with s paper
vhich will assist him in the conslderation of a problem and enable him to

reech 8 sound deeislon.

To facilitate rapid and logieml comsideration by the supervisor on metters
placed before him, a standard format is preseribed which permits an orderly
transition froom the problem being considered to the conclusions reached and
the recommendations resulting therefrom. The format at Teb A should be used
for all staff studles submitted to the supervisor for consideration. The
shecklist at Tab B should be used to insure proper preparation of the staff

The prinelipal psrts of the staff study, vhich are as follows, are explained
in the subsequent peregraphs:
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8. Btatement of the Problem

b. Assumptions

€. ZXFaocts Bearing on the Problem
4. Dissussion

. Qonelusione

£. Recomendatlons

& Amnases

& yroper statement of the problem is one of the most important sections of
the etaff atudy. It is lmperative that the suthor of the staff study phyase
the statement of the problem in e¢lear apd expliels lsnguage which will en-
eble the supervisor to comprehend quickly the substance of the problem to
shich the staff study is addressed. fThe problem %o be stated is the oue
vhich fages the supervisor, NOT the problem whieh faces the authoy of the
stalfl study. The following are exauples of a proper statement of the prob-
Lems
8. "In respoanse %o a request by the supervisor, to determine whether the
Blank Depot should be retained.”
b. "In response to e yequest by the superviser, to develop s pelicy for
the nepigument of prioritation to requisitions.”

As assumption 1s anything teken for granted, & supposition, or a pre-

suption. Assumptlons are NOT REQUIRED in staff studies but may be in-

2ludsd st the disgretion of the suthor of the steff etudy. Any lengthy
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presentation of the agsumptions deemed necessary for a thorough analysis
will be placed in e lettered snnex. If an annex is used for sny or all
of the assumptions, s paragreph will be added under this section as
followe: "For {=dditional) assumptions, see Annex s

A fact is enything that hss actuslly happened or is tr/uva. 'I‘his section
of the staff study will get forth s sumary of the pertinent fects ar-
ranged in logical sequence to facilitate understanding of the discussion
in the next section. THIS SUMMARY WILL BE FACTUAL AND BEVOLID OF THE
AUTHOR '8 OFINIONS, ASQUMPTIONS, AND DISCUBSION, Any detailed presenta-
tion of the facts deemed neceasary for a thorough snalysis will be pleced
in a lettered annex. If an annex ls uged, a parpgraph will be added under
thie section ss follows: “For additional facta, see Anuex __ ."

8. Dpag j |

This is the section of the staff stuly where, through & logical avelysis
and evaluation, the facts bearing on the problem are converted into cone
elusions. Although it ia desireble ithat the digcussion be es brief as
possible, it should not be curtalled to the extent of emitting conside
eration of any essential aspect of the problem. The technique of stating
alternative solutions, the adventeges and disadvanteges of esch, snd the
rationale supporting the sction recammended, should be employed in those
paperes vhich lend themselves to this approach. ANY PART OR ALL OF THE
PISCUSSION MAY BE PLACED IN AN ANNEX. In this lnstance, a peragreph will
be ingluded under this section as follows: "For {additional) discussion,
gee Annex " If the facts bearing on the problem are considered to
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1sad directly to the conclusions snd discugsion is considered unnecessary,
the digousaion section mey be ocmitted.

The conclusiong vepresent the considered opinions of the author relative
¢ the problem and provide the basis for the recommendations.

The recoamsndations will consist of concise statementa of sctions to be
taken, A specific recamenfetion must be consistent with the comclusions.
In approving the dispatch of an implementing attachment which reflects

the conclusions in & gtaff study, the supervisor does, in fact, epprove

the gonclusions, and it is unnecessary o make & separate recammendstion
thet the conclusions be approved. However, in yare cases, there may be
eonclusions vhick are not reflected in an lmplewenting attachment but which
the origlnetor desires to have spproved. In this instance, it is proper to
reocomend that the supervisor spprove these conclusions.

ans. The order of presentation

of recummendations is as follows:

(1) Recomendations pertaining to implementing attachments.

(%) Recanmendation perteining to conclusions (%o be included only
 4f the implementing sttaciments do not reflect the conclusions).

Informstion necesesry to an understanding of the problem, but too detaliled
for inclusion in the staff study, sccompanies the study as letiered annexes.
These wust be 1dentified and referred to in the ABSUMPIIONS, FAOTS, or
BISCURSION parsgraphs.

S Ik
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Msmorandums, messages and directives necessary to lmplement the recon-
mendstions, if spproved, are prepared in final form for the signatwre of
the proper authority and accompsny the staff study as punbered attachments.
These must be identified end referred to in the RECOMMENDATIONS parsgraphs.
13. CONCURRENCES

Concurrences must be secured in writing from the offices affected by the
preblem. This is acoouplished by providing & place ot the end of the staff
stuly for the office title, date and sigpature of the concwurring officers.

Enolosures;
Teb A - Format for a
Btaff Btudy
Tab B ~ Chegklist for s
BYsf? Study
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